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E-Grants Payment System

This is a short instruction manual to help District Clerks/Business Managers
navigate the system and enter data to complete and submit their Cash
Requests and Final Expenditure Report.

Security Set up to Access Payments in E-Grants (Cash Requests/Expenditure
Report)

The Authorized Representative (AR) has determined who in the district/cooperative
should be set up with a User ID and Password to access E-Grants. The AR has also
assigned a Security Coordinator for the district/cooperative to access the Security
System in E-Grants to set up the type of Financial Roles users should have access to.

There are two types of Financial Group roles in the E-Grants Security System:

1) LEA Business Mgr — This Group role will be responsible for approving and formally
submitting the Cash Requests and Final Expenditure Report to the OPI as completed
and ready for the OPI review and approval. This role can also complete the payment
and expenditure report data entry.

2) LEA Finan Data Entry — This Group role will be able to enter the Cash Request and
Final Expenditure Report data into E-Grants but not have the ability to Submit. This
role will complete the data entry and ensure that the Requests are ready for review and
approval by the Financial/Business Manager.

Please note: Individuals who are set up with either of the two financial groups above
do not have the ability for data entry or submission of an application. They only have
access to complete the Cash Request/Expenditure Reports portion within E-Grants.

The Security Coordinator must associate you as a user with the correct group (i.e., LEA
Finan Data Entry, or LEA Business Mgr) and to each Application you receive for your
district (i.e., ESEA/NCLB Consolidated, IDEA Consolidated, Carl Perkins, etc.). You also
need to be associated to all of the districts/cooperatives for which you are a district
clerk/business manager.

Find out which Security Forms must be completed for access to E-Grants on the Web
at: http://opi.mt.gov/ITProjects/E-Grants.html under the Training and Instructions tab.
There is also an "E-Grants Security Coordinator Instructions™ document for using the E-
Grants Security System.
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Tips for Navigating in the Payment System and Application

There are several links in the upper-right corner of each screen that may be used
at any time.

Click to Return to Application Select — returns the user to the Application Select screen.
At this screen the user may Open the application or access the Print All button (see
instruction on the E-Grants website under Training and Instructions).

Click to Return to Menu List — This link returns the user to the list of options on the
Menu List screen. This screen displays all the grant applications the user has been
given access to by the district's security coordinator.

Sign Out — This link logs the user out and returns to the login screen. Always use
this link when leaving the application.

Each page within the application has a link in the upper-right corner of the page called
Instructions. This link takes the user to an instruction sheet specific to that page.
Please review the instructions for a page before calling the OPI with questions.

All working pages within the application have a button called Save Page, which must
be clicked to save any entries or changes made to the page. In some cases, the data
on the page is prefilled from another part of the application, and no entries are made
by the user. However, if there is a Save Page button, the user must click the button to
save the data in the current page. The button is usually found at the bottom of the page.

Accessing E-Grants and the Payment (Cash Reqguest/Expenditure Report) System

1. Open Internet Explorer. Go to the OPI website at www.opi.mt.gov. Under
Programs & Services of OPI select and click on E-Grants under Popular Links. Click on
the E-Grants Login button.
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2. Enter your User ID and Password on the Logon Page. Click the "Logon™ button.
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4. You are now at the "Application Select” web page. Click on the radio button of the
application you want to request funds for. Then Click on the "Payments" button.
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5. You are now at the "Payment Summary" web page. Click on the "Instructions" Link
to review the instructions for this page. Click "View Cash Request /Expenditure
Reports' to access cash request & expendlture reports
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Pending Payments
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approved Cash Requests 0 0 0 0 0 0 $0 40
Tatal $0 $0 $0 $0 $0 $0 $0 $0
Completed Payments
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Total $5,758 $3,034 $0 $13 $0 $226 $0 $0

user 10 upprrwastelembusmar

The Montana Office of Public Instructlon, Linda McCulloch, Superintendent = P.O. Box 202501 Helena, Montana 536202501

In-Stata Toll Frae 1.888 231.9393, Local {0G) 444 3035

Cantaet Ug

o (301 B B B =1 [~

OPI E-Grants Instructions Cash Requests and Exp Reports Page 6 of 10



6. You are viewing the "Cash Request/Expenditure Report Menu"
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Click for
descriptions
of Object
Codes

Step 1: Select
the object code

for which cash is
being requested.

7. You are viewing the Cash Request Web page.
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Step 6: Click Save Page and Submit .

Only the LEA Business Mgr role has

access to submit a cash request.
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8. You are viewing the Expenditure Report web page.

gl
Eile Edit Wiew Favaorites Iools  Help | ’,’
eﬁack Q- |ﬂ @ _jj ‘ /__1 Search \it( Favarites &3‘ 2~ :f H - J \; ﬂ > (S snaglt 2
Google |G- rleod @ B+ | ¥y Bockmarksw She0sblocked | 4 check = & utolik v - Aurl (e Sendtoe () settings= Jum B
Address [{€] hitps:jtest.egrants. opi.mt.gavopigmsweb/Payments/FinanciaR pt. aspx7 appsysid=7S50409913761 8624 B> E
Oysearch [ | Enng\el'l Yahoo! - Askoom LookSmart Iffi GiZiomER A Highiioht
Applicant Name: Upper West Shore Elem Legal Entity: 1211
Application: 2007-2008 Original Application . f{"e‘t“u::tieé“a:“h?e’;g@'s‘ff;‘;‘n”d9;;‘:
Click to Return ko Payment Surmmary
Click to Return to Menu List / Sign Out
Periodic Expense Report 1

[r\st}»f_l
Thisis a final

Program: IDEAB

Object o enditure Description and Itemization Final Approved DENEUNGS P{:;L‘:Itj:? 2:;:nmduiltat close-out
Code Budget Released Expended report_ Enter
100 Personal Service- Salaries $5,000 $0 $0 accumulated
200 Employee Benefits 2,412 0 (1] H
2] . . $ . $ expenditures
300 Purchased Professional and Technical 50 $0 $0
mn Purchasad Froperty Servioss $0 $0 50 o through the
500 Other Purchased Services 30 $0 $0 o 1| endofthe
600 Supplies $0 $0 $0 ] project
700 Property & Equipment 50 $0 $0 o eriod
a0 Other Objscts 0 $0 $0 o p : /
300 Transfers 40 $0 $0 b ]
Totals: §7.412 $0 $0 §7,412
Indirect Cost Approved Rate 4.4400 % Derived Rate 4.4386 % $329 $0 $0 $329
Totals: §7,741 $0 $0 $7,741
Calculate Totals Expenditure Period End Date | 8/10/2008 ~
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Click Save Page and Submit to OPI.
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9. Review Summary

After the accountant has reviewed the Cash Request, the Business Manager will receive
an email indicating whether the Cash Request has been approved or been returned for
changes.

To access the comments for either approved or returned Cash Requests:

select the appropriate application from the Menu List,

select the appropriate radio button on the Application Select page

click on Payments

on the Payment Summary page, click "View Cash Requests/Expenditure
Reports"

select the appropriate program from the drop down menu

select the appropriate Cash Request

click "Review Summary"

select the most current round, if more than one

click "Review Checklist" to view the comments

To return to the Cash Request and make the necessary changes:

e click on Return to CashReqgst/Expend Menu in the upper right hand
corner

e select the appropriate Cash Request

e make the necessary changes or provide an explanation to the
accountants comments

e calculate totals

e save page

e submit
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